
Modi Prooerties Pvt. Ltd - Emolovee Exit _ Check list

Note: I 2. Enable out of office response on email
,,Csnashaikhv ud. pt*,@modiproperties.conr, Ms.asma shaikh is no longer an ernployee of Modi properties pl,t.

contact Mr. Lokesh (mobile no.6303618376), email:lokesh(@nodiproperties.com. 3. All
above tasks must be completed wi&in 2 weeks. 4. This fmrn must be uploaded on HR vacancy viber
group al fte time ofexit and after 2 weeks - along witt label.
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Name: Asma Shaikh Joined Date 08-06-2022

Designation : Officer Date of 25-03-2024

Division: EHS Prepared by: Akhansha

Sl. No. Task

Other

Status as on
date ofexit.
(Yes / No/
NA) )No/ NA

Status in 2
weeks from
exit. (Yes /

I Is the Resignation l4tter hmded over? YES

Is fie ID card handed over? YES

Are the Visiting cards handed over? YES

4 ls the peho card (smarfl eet) handed over? YES

5 ls the salaD, account settled? YES

6 Is the petty cash account settled? NA

account s€ttled?Is NA

Are all payments made/amounts recovered? YES

9
Is the company vehicle hmdod over along with keys &
pap€fs?

YES

l0 YES

ll
ls the anarl account redirected or

deleted liom all vrber accounts?

1

ls the YES

t2. Is the desk cleaned up? YES

13. ls the individual folder on server cleared? YES

t4 Have all staff informed about exit of the ernployee? YES

t5 Is the ernail/sms sent to all busingss associates? YES

t6 ls the experience certificate issued? YES

l7 ls the lalt month salary slip/certificate issued? YES

18. ls the form-l6A issued? NA

l9 fue the Provident fund wi6drawaUTransfer forms issued? YLS

20 Out ofoffice ernail response made? YES

2t. All files and documents handcd over to YES
22 Emarl redrrected to: lokesh@modiproperties.com,
23. Jst*ffirs6-+ place: YES v

Remarks:
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